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Authoring Accessible PowerPoint Presentations 

Create Good Structure
· Use predesignated slide templates:
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· Do NOT use text boxes for written content
· Use a unique heading title for every slide
· Ensure fonts are easy to read andare of a good size (12 pt. or better) 
· Utilize the Outline View to ensure that your slides are logically sequenced and that slide titles are meaningful: 
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Images
· Include alternative text for images. There are two ways to do so, depending on your version of Office. Option 1:
· Right-Click on Picture and select “Edit Alt Text” 
· For informational images, enter a succinct explanation in the “Description” field (screen readers ignore alt text of more than 125 characters). 
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Option 2: 
1. Right click on the image and select FORMAT PICTURE to reveal the pane on the right side of the document.
2. Select LAYOUT PROPERTIES to reveal the ALT TEXT pane.
3. For informational images, enter a succinct explanation in the “Description” field (screen readers ignore alt text of more than 125 characters). Ignore the “Title” field.




· Insert charts, graphs, and tables using the insert menus or appropriate slide layout.
· Include extended descriptions for charts and other graphics intended to convey information.
[bookmark: _GoBack]
Content
· Avoid using text boxes that aren’t part of a pre-defined template 
· Text will be read by screen readers in the order created regardless of the order that it appears on screen.
· Ensure good color contrast between text and background.


image4.png
Py
Paste Options:

ik I&

Picture

Bring to Front

ve as Picture
Edit Al Text
4P,

SAN BERNARDINO

Academic Technologies
nd Innovation.





image5.png
Format Picture

H Q@ (el

SHADOW
REFLECTION
GLowW

SOFT EDGES

3-D FORMAT
3-D ROTATION
ARTISTIC EFFECTS

v v v v v v v




image6.png
Format Picture

& O E e

> TEXT BOX

4 ALT TEXT
Title

Description

Thisis alt text.





image7.png
Format Picture

H Q@ (el

SHADOW
REFLECTION
GLowW

SOFT EDGES

3-D FORMAT
3-D ROTATION
ARTISTIC EFFECTS

v v v v v v v




image8.png
Format Picture

& O E e

> TEXT BOX

4 ALT TEXT
Title

Description

Thisis alt text.





image1.png
{/—\\
ACCESSIBLE

TECHNOLOGY

—/




image2.jpeg
=] B
fle  Home Insert Design Transitions _Ag#ftons  SideShow  Review  View
I Layout -
B B Office Theme
Paste New

- Slide ~
Clipboard

1 TitleSlide | Titleand Content Section Header

Two Content Comparison Title Only

Content with Picture with
[ Caption




image3.png
=] ® -

Accessibilty Crash Course for Liberal

Fle  Home Muset Design Tanstons Anmations  SideShow  Review | View  Dicttion  Help

EEEEE =8 8 - E°H._

[ Gridiines
Normal Outline Side Notes Reading | Slide Handout Notes
View Sorter Page View | Master Master Master L] Guides

CommonLook Office  ACROBAT | £

= Arangenl |
= K
G Cacade
Notws | Zoom Fitto New Suitch  Mocro
Window e Window B MoveSPIt | Windgus-
5 zoom ——

S DIGITAL IN : -
CRASH COURSE

Master Views Show. Window Macro

Christine Fundell W\PA. CPACC
M Overview
Tenants of Accessibility
mHowto

= On-Campus Resources and Tools

||
m How users with disabilities access information
~ Assistive technologies

mHow information, software, and content is designed
_ Accessible content creation. usability





